
Click Upload 
File under the 
toolbox

Click Choose File or Browse
It is very important that your file has a unique 
name.  If there is another file with your same 
name, then your file will replace the other file. 

After you choose your file, click the upload file 
button on the bottom of the screen. 

Step 1

Step 2

Instructions for Uploading a File

After you click save, you will have to answer a question as a security measure. The 
question will be towards the top of the screen. 

Step 3


